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 I. PURPOSE 
 
 The purpose of this policy is to establish the recruiting, selection & hiring processes utilized by 
 Sylvania Fire-EMS for the position of Firefighter/Paramedic.   
 
II. BACKGROUND 
 
 Sylvania Fire-EMS is an “all hazards” emergency response agency which provides protection to 
 both Sylvania Township & the City of Sylvania, representing approximately 28 square miles and 
 a combined population of approximately 48,500 residents. 
 
 The department responds to approximately 7,000 emergencies annually from four fire stations 
 located in both Sylvania Township and the City of Sylvania.  Sylvania Fire-EMS is a career-oriented 
 fire and emergency services department that currently provides services to the greater Sylvania 
 community with sixty-six line personnel, one Training Captain, one Fire Marshal, three 
 Battalion Chiefs, one Assistant Chief, one Chief, two civilian Fire Safety Inspectors and three 
 Administrative Assistants. 
 
III. OBJECTIVES 
 
 Sylvania Fire-EMS believes that hiring qualified individuals to fill positions contributes to the 
 overall success of our department.  Each employee is hired to make significant contributions to 
 Sylvania Fire-EMS. 
 

Sylvania Township is committed to a policy of equal employment opportunity for all individuals 
and will provide equal employment opportunity while fully complying with all applicable federal, 
state and local laws, rules and regulations prohibiting discrimination, including but not limited 
to, on the basis of race, color, national origin, sex, sexual orientation, gender, gender identity, 
gender expression, genetic information, religion, age, disability, veteran status, military status 
and any other considerations protected by federal, state or local laws.  Equal Employment 
Opportunity applies to all personnel practices, including, but not limited to, recruitment, hiring, 
training, promotion, termination, leaves of absence, compensation, discipline, evaluation, 
benefits, transfers, educational assistance, and social and recreational activities.  A copy of 
Sylvania Township’s Equal Employment Opportunity Policy is attached as Exhibit A. 

 
 Sylvania Fire-EMS may utilize outside agencies to administer and evaluate the entry level 
 examination, the Firefighter Mile, the background investigation, the physical examination, the 
 psychological examination, interviews and recruit training. 
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IV.  HIRING PHASES 
 
 Hiring of any firefighter/paramedic shall consist of five (5) phases as follows: 
  

• Recruitment 
• Eligibility, Registration & Testing 
• Chiefs’ & Human Resources Officer’s Interview & Background Investigation 
• Chief’s Recommendation for Conditional Offer of Employment 
• Recruit Training and One Year Probation 

 
V. RECRUITMENT PHASE 
 
 When there is a need to fill a position within the department, Sylvania Fire-EMS’s recruitment 
 efforts will typically be conducted by the Fire Department Administrative Staff in coordination 
 with the Chief or an authorized designee. 
 
 Sylvania Fire-EMS will maintain an ongoing applicant list for entry level applicants through 
 National Testing Network, Inc.  Sylvania Fire-EMS will also maintain an ongoing applicant list for 
 lateral entry applicants in their administrative offices. 
 
 Once the need to fill firefighter/paramedic positions within the department has been identified, 
 Sylvania Fire-EMS will advertise in local and area newspapers, and other media as deemed 
 appropriate, and shall post the advertisement on the Sylvania Township website for a period of, 
 at least, thirty (30) days.  This should allow current entry level applicants time to be sure their 
 tests with NTN are within  acceptable guidelines and have not expired, thus removing them 
 from our continuous applicant list.  This time period will also allow lateral entry applicants an 
 opportunity to update their qualifications with our administrative staff. 
 
 Efforts of the Chief and Fire Department Administration will employ a comprehensive 
 recruitment and selection strategy to recruit and select members from a qualified and diverse 
 pool of applicants.  This strategy may include: 
 

• Use of marketing strategies to target diverse applicant pools. 
• Expanded use of technology and maintenance of a strong internet presence.  This 

may include an interactive fire department website and the use of fire department 
managed social networking sites. 

• Expanded outreach through partnerships with media, community groups, citizen 
academies, high schools, local colleges, universities and the military. 

• Consideration of shared or collaborative regional testing processes. 
 
 Sylvania Fire-EMS will make every effort to avoid advertising, recruiting and screening practices 
 that tend to stereotype, focus on homogeneous applicant pools or screen applicants in a 
 discriminatory manner. 
 
 Sylvania Fire-EMS will strive to facilitate and expedite the screening and testing process and 
 may periodically inform each applicant of his/her status in the recruitment process. 
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VI. ELIGIBILITY, REGISTRATION & TESTING PHASE 
 
 Eligibility 
 
 All applicants for employment with Sylvania Fire-EMS must meet the following pre-employment 
 requirements: 
 

1. Employment Eligibility – All applicants must be legally authorized for employment in the 
United States at the time of employment. 

 
2. Application  - All applicants must complete a Sylvania Fire-EMS application. 

 
3. Age – All applicants must be at least eighteen (18) years of age at the time of registration 

and less than forty-one (41) years of age at the time of employment. 
 

4. Education – All applicants must have a high school diploma or a high school General 
Education Development (GED) certificate.  Copies of diplomas or certified copies of school 
transcripts will need to be submitted during the eligibility verification process. 
 

5. Driver’s License – All applicants must have a current, valid driver’s license at the time of 
registration.  If appointed, this license must be maintained for the duration of their 
employment. 
 

6. State of Ohio Certification – Applicants eligible for employment must possess, at a 
minimum, a current State of Ohio Paramedic certification or a current National Registry 
Paramedic certification at the time of registration.  Applicants will be required to have a 
current State of Ohio Paramedic certification at the time of appointment. 

   
 Ohio Fire Academy, or another academy structured Firefighter II certification is preferred.  

Applicants eligible for employment who do not possess Ohio Fire Academy, or another 
academy structured Firefighter II certification, at the time of appointment, will be required 
to obtain this certification within one year of their appointment. 

 
 Successful applicants for employment will be required to maintain their State of Ohio 

Paramedic certification through the rank of Captain, or as designated by the Chief, and 
their State of Ohio Firefighter II certification for the duration of their employment. 

 
7. English Language – All applicants must be able to read, write, speak, understand and 

otherwise communicate fluently in the English language. 
 

8. Tobacco Products – Due to the acknowledged hazards arising from exposure to 
environmental tobacco smoke, increased medical costs, and safety factors, it shall be the 
policy of Sylvania Township to provide a tobacco free environment for all employees and 
visitors.  The smoking of any tobacco product, the use of “spit” tobacco and any form of 
smokeless tobacco is prohibited as a condition of employment with Sylvania Township.  
A copy of Sylvania Township’s Tobacco Free Workplace Policy is attached as Exhibit B. 
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 Registration  
 
 Dependent upon the applicant’s qualifications and current employment status, eligible 
 applicants will be designated as either an Entry Level Firefighter/Paramedic Applicant or a 
 Lateral Entry Firefighter/Paramedic Applicant as follows: 
 
 Entry Level Registration 
 
 Sylvania Fire-EMS offers registration and full examination services for the position of 
 firefighter/paramedic through National Testing Network, Inc. (NTN).  To complete an 
 application, visit www.nationaltestingnetwork.com, select Firefighter Jobs and sign up for 
 Sylvania Fire-EMS.  A registration fee will be collected at the time of registration.  Sylvania  
 Fire-EMS is partnering with NTN to provide a Fee Wavier Program for those applicants that can 
 show proof of financial hardship.  Information for this program is provided during the 
 registration process. 
 
 In order to be considered for entry level appointment, applicants must meet the following 
 criteria: 
 

* All entry level applicants must possess, at a minimum, a current State of Ohio Paramedic 
certification or a current National Registry Paramedic certification at the time of registration.  
Entry Level Firefighter/Paramedic Applicants will be required to have a current State of Ohio 
Paramedic certification at the time of appointment. 
 

 * It is preferred that all Entry Level Firefighter/Paramedic Applicants have Ohio Fire Academy, or 
 another academy structured Firefighter II certification at the time of registration.  Entry Level 
 Applicants who do not possess Ohio Fire Academy, or another academy structured Firefighter II 
 certification, at the time of appointment will be required to obtain this certification within one 
 year of their appointment. 
 

Lateral Entry Registration 
 
Sylvania Fire-EMS offers lateral entry registration through our administrative offices.  Applications 
can be found on our website, www.sylvaniatownship.com/departments/admin/fire-
aboutus/employment.  Completed applications should be mailed to our administrative offices at 
8210 Sylvania Avenue, Sylvania, Ohio 43560, or e-mailed to jhoward@sylvaniatownshipfire.com. 
 
In order to be considered for lateral entry appointment, applicants must meet the following 
criteria: 
 
* All lateral entry applicants must be currently employed as a full-time firefighter/paramedic by 
a federal, state, county or municipal fire/EMS department or hold an equivalent position in the 
United States military; OR 
 
* All lateral entry applicants must have been a former full-time firefighter/paramedic who 
separated (within the last twelve (12) months) from full-time employment as a result of lay-off by 
a federal, state, county or municipal fire/EMS department, WITH 
 

http://www.nationaltestingnetwork.com/
http://www.sylvaniatownship.com/departments/admin/fire-aboutus/employment
http://www.sylvaniatownship.com/departments/admin/fire-aboutus/employment
mailto:jhoward@sylvaniatownshipfire.com
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* A minimum of twenty-four (24) months of consecutive firefighter/paramedic experience while 
employed full-time by a federal, state, county or municipal fire/EMS department or held an 
equivalent position in the United States military.  *Fire Academy training does not count toward 
the “Twenty-four (24) months of consecutive firefighter/paramedic experience while employed 
full-time” requirement. 
 
* All lateral entry applicants must possess, at a minimum, a current State of Ohio Paramedic 
certification or a current National Registry Paramedic certification at the time of registration.  
Lateral entry applicants will be required to have State of Ohio Paramedic certification at the time 
of appointment. 
 

 * All lateral entry applicants must possess, at a minimum, current Firefighter II certification at the 
 time of registration.  Lateral entry applicants that do not have Ohio Fire Academy, or another 
 academy structured Firefighter II certification, at the time of appointment will be required to 
 complete Ohio Fire Academy Firefighter II certification within one year of appointment. 
 
 Testing 
 
 Entry Level Testing 
 
 All entry level applicants for employment with Sylvania Fire-EMS are required to complete the 
 FireTeam Entry Level test through National Testing Network, Inc.  Sylvania Fire-EMS will accept 
 National Testing Network, Inc. FireTEAM test results that are not more than one year prior to the 
 currently posted submission deadline date. 
 
 National Testing Network, Inc. is a service provider that conducts entry level examinations in a 
 standardized, professional environment.  National Testing Network, Inc. does not replace 
 Sylvania Fire-EMS’s responsibility and decision making in the examination process.  All applicant 
 results are provided to Sylvania Fire-EMS where the final decisions are made. 
 
 What to expect at the www.nationaltestingnetwork.com website: 
 

• Initiation of the applicant process. 
• A summary of all information related to Sylvania Fire-EMS’s Firefighter/Paramedic 

position, including minimum requirements, salary and benefits. 
• Detailed information about the examination process for the entry level examination. 
• An opportunity to take online practice exams at www.fireteamtest.com. 
• The opportunity to schedule your own examination time that is convenient for you. 

(Exams are offered multiple times a week, including Saturdays). 
• An opportunity to take high quality job simulation exams in a standardized, fair testing 

environment. 
 
 Upon completion of the entry level examination, all applicant scores are automatically 
 forwarded to Sylvania Fire-EMS.  
 
 Firefighter Mile Testing 
 

http://www.nationaltestingnetwork.com/
http://www.fireteamtest.com/
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 All entry level applicants for employment with Sylvania Fire-EMS are required to complete the 
 Firefighter Mile test through National Testing Network, Inc.   
 
 National Testing Network, Inc. provides convenient, professional administration of its proprietary 
 firefighter physical ability test, the Firefighter Mile, which serves as an alternative to the CPAT.  
 Results are available for verification by any Network department via an applicant printed letter.  
 Each Firefighter Mile registration includes one orientation session, which may last between thirty 
 (30) minutes and one (1) hour. 
 

A fee will be collected for the administration of the Firefighter Mile test.  Sylvania Fire-EMS is 
partnering with NTN to provide a Fee Wavier Program for those applicants that can show proof 
of financial hardship.  Information for this program is provided during the registration process. 

 
 Sylvania Fire-EMS will accept National Testing Network, Inc. Firefighter Mile results that are not 
 more than one year prior to the currently posted submission  deadline date.  IF YOU HAVE 
 COMPLETED THE FIREFIGHTER MILE AT A TESTING CENTER  OTHER THAN NTN, you must 
 contact Sylvania Fire-EMS to confirm that we will accept your Firefighter Mile results. 
 
 Eligibility Lists 
 
 Entry Level Eligibility List 
 
 Those applicants who successfully complete the eligibility, registration and testing portion of 
 this phase in the hiring process will be placed on an eligibility list.   
 
 When Sylvania Fire-EMS identifies a need to fill a position within the department, we will set a 
 deadline for the eligibility list.  Applicants whose test scores are not more than one year prior to 
 this deadline will be eligible for consideration.  It is incumbent upon the applicant to be sure 
 their test results are current each month to avoid being excluded. 
 
 Sylvania Fire-EMS will contact applicants on the eligibility list to invite them to continue to 
 participate in the other phases of the department hiring process as needed. 
 
 Entry Level applicants who have successfully completed the Recruitment, Eligibility, 
 Registration and Testing Phases of the hiring process, may have points added to their passing 
 FireTEAM Entry Level examination score as follows: 
 

• One (1) point for the successful completion of an NFPA based Firefighter II certification 
training program; 

• One (1) point for the successful completion of an Associate’s degree in Fire Science, 
Emergency Medical Management or a related field or two (2) points for the completion 
of a Bachelor’s degree in Fire Science, Emergency Medical Management or a related field, 
for a maximum of two (2) points. 

• One (1) point for honorable military service (military discharge documentation  
(DD-214) must be submitted). 

 
 Lateral Entry Eligibility List 
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Those applicants who have submitted an application and meet the criteria for lateral entry 
employment will be placed on an eligibility list. 
 
When Sylvania Fire-EMS identifies a need to fill a position within the department, we will contact 
applicants on the eligibility list to invite them to continue to participate in the other phases of the 
department hiring process as needed. 
 
Lateral Entry Applicants who have successfully completed the Recruitment and Eligibility, 
Registration Phases of the hiring process, may be ranked by receiving points for the following: 
 

•  One (1) point for the successful completion of an NFPA based Firefighter II certification 
training program. 

• One (1) point for the successful completion of an Associate’s degree in Fire Science, 
Emergency Medical Management or a related field or two (2) points for the completion 
of a Bachelor’s degree in Fire Science, Emergency Medical Management or a related field, 
for a maximum of two (2) points. 

• One (1) point for honorable military service (military discharge documentation (DD-214) 
must be submitted). 

• One (1) point for every three (3) years of full-time service at their most recent employer 
for a maximum of three (3) points. 

 
** When possible, an equal number of applicants will be selected from each eligibility list. ** 
 

 All applicants on the Eligibility Lists are encouraged to notify Sylvania Fire-EMS of any 
 changes in certification and education status that may further qualify the applicant for 
 employment. 
 
VII. CHIEFS’ & HUMAN RESOURCES OFFICER’S INTERVIEW & BACKGROUND 
 INVESTIGATION PHASE 
 
 Chiefs’ & Human Resources Officer’s Interview 
 

Applicants who have successfully completed the first two phases of the hiring process must 
participate in an oral interview consistent with Sylvania Fire-EMS’s Interview Committee & 
Interview Scoring Policy (attached Exhibit C).  The board shall consist of personnel designated 
by the Chief and the Human Resources Officer.  The interview committee will utilize the same 
criteria of questioning for all applicants as follows: 
 

Rating Criteria – All questions will be job-related interview questions deemed essential for 
the job.  Deriving questions from an analysis of the job will ensure that the interview 
neither includes irrelevant information nor excludes relevant information. 
 
 Factor 1: Experience 
 Factor 2: Problem-Solving 
 Factor 3: Communications Skills 
 Factor 4: Interest/Motivation 
 Factor 5: Interpersonal Skills/Suitability 
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 Factor 6: Community Involvement/Awareness 
 
Rating Scale – Each candidate will receive a separate factor rating from each interview 
panel member.  Based on the below 7-point scale, an average score of “3” would 
constitute a minimum passing score for each factor. 
 

1 2 3 4 5 6 7 
Not Qualified Qualified Highly Qualified 

 
Questions – The goal of the interview questions is to provide sufficient information to 
permit reliable and valid evaluation of the applicants. 
 

• Follow-up questions are permissible and will vary depending upon each applicant’s 
responses to the standard set of questions.  Follow-up questions can serve three 
important functions: Clarification, Elaboration and Verification. 

• During the interview, committee members will make notes regarding the applicant’s 
response. 

• The interview committee will use a prepared, standard set of questions. 
 
 Background Investigation 
 
 When a vacancy occurs in the department, the chief shall select the applicants he deems most 
 appropriate from the Eligibility Lists to undergo a comprehensive background investigation. 
 
 The background investigation may include the following: 
 

a) Social Security verification 
b) Criminal history 
c) Driver’s history 
d) Civil records search 
e) Professional license search 
f) Education verification 
g) Employment verification 
h) Professional references verification 
i) Review of social media accounts 
j) Registered sex offender search 
k) The Office of Inspector General’s List of Excluded Individuals/Entities (LEIE) search 

 
 A satisfactory background investigation is a mandatory prerequisite for appointment.  
 Background investigations shall be conducted in accordance with the Sylvania Fire-EMS 
 Background Investigation Policy (Attached Exhibit D). 
 
VIII. CHIEF’S RECOMMENDATION FOR CONDITIONAL OFFER OF EMPLOYMENT 
 
 Chief’s Recommendation 
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 The chief shall select the applicant deemed most appropriate from the list of interviewees to fill 
 any available positions.  The chief shall recommend a Conditional Offer of Employment to the 
 Sylvania Township Board of Trustees, subject to the following conditions: 
 

1. Negative drug, alcohol & nicotine drug tests; 
2. Satisfactory physical examination; 
3. Satisfactory psychological evaluation and interview; 
4. Execution of the Sylvania Fire-EMS Pre-Employment Agreement for Full-Time 

Firefighter/Paramedic (Attached Exhibit E); 
5. If needed, satisfactory completion of Ohio Fire Academy Firefighter II certification within 

one year of appointment. 
6. Successful completion of Sylvania Fire-EMS Recruit Training as identified by the Chief and 

Training Captain. 
7. Observance of a one-year probationary period, which may be extended by mutual 

agreement of the Chief and International Association of Firefighters Local No. 2243, per 
Article 16 of the “Agreement Between Sylvania Township Board of Trustees and 
International Association of Firefighters Local No. 2243.” 

 
 Drug, Alcohol & Nicotine Testing 
 
 Upon approval of the Township Board of Trustees, the applicant will be required to submit to 
 drug, alcohol & nicotine testing and must obtain negative results in order to continue with the 
 Physical Examination & Psychological Examination & Interview. 
 
 Physical Examination 
 
 Upon confirmation of negative drug, alcohol & nicotine test results, the applicant may be 
 scheduled for a physical examination, which will meet the requirements outlined in NFPA 1582, 
 Standard on Medical Requirements for Firefighters and Information for Fire Department 
 Physicians, current edition.  Applicants that do not return to the designated physical exam facility 
 to have any needed tests read or completed will be responsible for the costs involved in retesting. 
 
 Psychological Examination & Interview 
 
 Upon confirmation of negative drug, alcohol & nicotine test results, the applicant may be 
 scheduled for a psychological examination & interview, which will meet the requirements 
 outlined in NFPA 1582, Standard on Medical Requirements for Firefighters and Information for 
 Fire Department Physicians, current edition. 
 
IX. RECRUIT TRAINING AND ONE YEAR PROBATIONARY PERIOD 
 
 After successful completion of the drug, alcohol & nicotine testing, the physical examination and 
 the psychological examination & interview, the applicant shall be hired as a probationary 
 employee of Sylvania Township, Lucas County, Ohio as a member of Sylvania Fire-EMS. 
 
 Entry Level Applicants will be hired as a Step 1 Firefighter/Paramedic. 
 
 Lateral Entry Applicants will be hired as follows: 
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Months of Consecutive Service Enters The Pay Scale At 
24 Step 2P 

36 or more Step 3P 
 
 Recruit Training 
 
 Newly appointed employees will move forward in two different paths as determined by their 
 existing State of Ohio Certifications. 
 

• If the newly appointed full-time employee has Ohio Fire Academy, or another academy 
structured Firefighter II certification, he/she will complete a Sylvania Fire-EMS recruit 
training process as outlined by the Chief and Training Captain. 

• If the newly appointed full-time employee does not have Ohio Fire Academy, or another 
academy structured Firefighter II certification, he/she will attend NFPA based Firefighter 
II training and then complete a Sylvania Fire-EMS recruit training process as outlined by 
the Chief and Training Captain. 

 
 One Year Probationary Period 
 

The newly appointed employee will remain on probationary status for a period of one (1) year 
after the date of hire or after becoming certified as a firefighter pursuant to law, whichever is 
later, and will be subject to all rules and regulations of Sylvania Fire-EMS and the Township of 
Sylvania, Ohio.  All newly appointed employees will be required to successfully complete the 
training curriculum within their probationary period.  The probationary period may be extended 
by mutual agreement of the Sylvania Fire-EMS Chief and the International Association of 
Firefighters Local 2243, per Article 16 of the “Agreement Between Sylvania Township Board of 
Trustees and International Association of Firefighters Local No. 2243.” 
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EXHIBIT A 
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EXHIBIT B 
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EXHIBIT C 
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EXHIBIT D 
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EXHIBIT E 


